
Corrective Action provides 
the opportunity for the 

employee to demonstrate 
immediate and sustained 

improvement

There is no expectation 
for corrective action 

during probation. 
Concerns must be 

addressed and must 
occur before the 

6 month date

Management may consider corrective 
action including but not limited to: 
• When an employee is not meeting 

the requirements of the job
• Coaching has not been effective in 

changing the employee’s behavior 
and/or performance

• A serious workplace rule violation 
or misconduct occurs

Concerns are 
documented using the 
Probationary Employee 
Performance Evaluation 

Form

If the review shows 
serious workplace 

concerns, termination 
of employment may 

occur

!
Management may skip 
one or more steps, up 

to and including 
Termination

See AMOP 02.03.07 
Discharge of a Civil 
Service Employee

Probationary Employee

An employee violates 
rules or exhibits 

performance 
deficiencies

Corrective Action Procedure Process Map

Non Probationary Employee

Employee’s probation is 
extended. If an 

extension is warranted, 
contact the HR Business 

Partner.   Counseling

First Warning

Final Warning

Termination 
(Unclassified)

OR

OR
The leader asks the 

employee to acknowledge 
receipt, and provides a 
copy to the employee

The leader forwards all corrective 
action documentation to the HR 

Business Partner who arranges for it to 
be sent to the central HR office to be 

placed in the employee’s personnel file

After collaborating with the HR 
Business Partner and agreeing on a 

course of action, the leader issues any 
corrective action to the employee. 

Charges for Discharge
(Classified)

Contact the HR Business 
Partner. 

The leader provides 
feedback regarding the 
employee’s compliance 

with the corrective action 
on the follow up dates 

documented on the form

Employee concerns about the corrective 
action should raise their concerns to an 

HR Business Partner or call the Employee 
Relations Hotline at (414) 278-2000

OR

Leader consults with their HR 
Business Partner to discuss 
employee’s performance/

behavioral issue as soon as it 
surfaces

The HR Business Partner will provide 
guidance regarding effective documentation 
and what steps management should take in 
order to ensure consistency and compliance 
with all relevant County policies, rules and 

procedures

Leader will discuss the 
recommendation with 
the Department Head

Leader meets with the 
employee

OR
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